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OFFICE OF THE SECRETARY O f  STATE 

DEPARTMENT Of ARCHIVES A ~ D  HISTOR FOR RECORDS RETENTION SCHEDULE 
RECOROS MANAGEMENT' OlvlSiON 

' ' INSTRUCTIONS: See Publicaqon No. 76-RM-! for instrunions on completing this form. Forward signed brigma1 70 
,"apartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta. a,Seotgir. 30324. 
Attention: Scheduling Section. -. 

$ 8  . FOR AGENCY USE 1. Agency Addrep I , FOR RECORDS MANAGEMENT USE 

Aooiication Oata Georaia Por t s  A u t h o r i t v  Appiication Number 

Finance D i v i s i o n ,  Payrol  I 'Department 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

j 2. ?erron to Contact Working T i e  Telephone Number 
Jim Spann Accounting Supervisor 964-3902 

t- . 1 3. Action Requaned 
will continue to accumulate. 

accumulation anticipated. 
Check One: 0 Change; Supercede: Cl Void 

n 2. Dmas of Sariet 
8 Zdrliest b t e s t  

5. Reaxd l  Series Tale ffolhwed by crsd in off;&?; if different) 

. 1956 I To Date P e r i o d i c  P a y r o l l  Reports F i l e  . .  
what is the,functionpf me~Division and, the Office in whichAthis record wri 

.. . . .  . , ,  . 

1 The D i r e c t o r ' o f  Finance i s  responsib le  for .  t h e  ,accounts.of t h e  A u t h o r i t y  and:establ ishes  and^ 
f mainta ins account ing methods and procedures. for  t he  ,Authority... --He approves a l  I, expenses; 
' i s  responsib le  for  t h e  a u d i t i n g  and account ing p rov i s ions  o f  a l l  cont racts ,  leases and '1 agreements of t h e  Author i ty ;  prov ides p r o t e c t i o n  o f  t h e  assets w i t h  adequate i n t e r n a l  c o n t r o l  

procedures and assures, proper insurance coverages f o r  t h e  A u t h o r i t y ' s  p roper t ies ;  and 
coord inates t h e  prepara t ion  o f  t h e  annual budget w i t h  t h e  va.rious d i v i s i o n s .  
supervis ion,  monthly f i n a n c i a l  repo r t s  a re  publ ished and r e l a t e d  f i n a n c i a l  and c o s t  data 
records a r e  prepared and d i s t r i b u t e d .  

Under h i s  

-, 

i 

7. Record Series Description This file contains the following documents linclude fum~numbenand rifles, if any): 
Attach samples of the file. '. 1 Documents relating to: Payrol  I in format ion.  

, f  

i 
lnduaed are: Support ing documents f,or p a y r o l l  r e g i s t e r s :  vacat ion requests, company ~' 

re t i rement ,  wage earner 's  plan, p o l i c y  8 payments, summons of garnish- 
ments, p o l i c y  % payments, federa l ,  s ta te ,  FICA t a x  in format ion, ,  
Workmen's Compensation repor ts ,  l i f e  insurance payments, r a i l r o a d  
re t i remen t  tax ,  e tc .  Y I 

i 

I 

File is arranged: A lphabet ica l  

1 8. Monthly Referenca Rate How often are records referred to which are: 
One to six monthsold da I y ; Seven to twelve months old da i I Y ; Thirteen to twenty-four months old 12 
twenty-five months and older 1 , 8  ? 

Rate of Acatmulationof Renards 
Letter-size drawers ; Legsl-size drawers ; Shelves ; Other /specify, 

. .  

~ ~ ~ ~ ~ ~~~ __ .~ (Ow?) 
~~ 

~ ~. ~~~~~ 

aR-S-77; ROW. 76 

i 
- 

. .  . 



1 a. state ~ a w  mn. 
! b. Statute of limitation years. 

d. Audit period years. 
e. Administrative need - 5  -wars .  

~~ 

_ ,  I .~ 
Attach copy or excerpt of laws or regulations. Explain adminiitrative &&I; 

~ 1~~ ~~ 

, .  . 
a .  ~. .~ 

~~ 

I .  ~ 

. .  . . .  Payrol  I Maniger has-deterrnfned t h a t  she'~needs t o  r e t a i n  these 
, .  .~ . ~~ ~. ~. . 

- - - - .  ~ - r e c o r d s ~ ~ f o r  ~. . .  5 yea'Ps.due'to -~., .. re ference . .  requests.. - .  .. ,, , ~~ , .  

. .  
1% Anoroved-Dis$tion innnraiaii ' 'this iqenw"re9mmids that +he file $Cries be cufbfi a t  tfib end of each: ~~ 

-~ - . . "  .~ .. - . .  . . .  . 

then, . .  
- 

. . ' .  . ~ ' .a Calendar Ye& Fiseai'rgnr; d Other 

'~ 1 .~ . .  . .  . -  . .  . .  a Hold in the ament file are8 month($) 1 year(s);then - O r  u h t i  I a u d i t s  . -  aye completed,_ 
81 Transfer to local holding area. hold 4 year(s); then 
0 Transfer to State Records Canter; hold year (s) ; then 
a Oestroy. 
0 Transfer to State Archives for permanent retention. , 
0 Other fspecjfyl 

Thew inmudons apply to a l l  prior and future accumulations of the series. 

Statr Records bmmittrr lS;&n/rel Oate 
Remmmendations in oars- - - ~  - , ~ ~. .~ 

paph 12 are approved. 
' I f  disapproved, atfa& letter 
j f  explanation.) 



ApPLICATI0lu.FO9 RECORDS RETENTION SCHEDULE 

i 
7. h f m d  Series Oewiption This file mnxins the following documenv; (include form numbersand titles, If any]: 

Attach samples af the fiie. 

Of FICE OF THE Of SECRET4RY OF S A T E  

RECOROS MANAGEMENT OlVlSlON 

Payro l  I ,  

I A. c)steref Series - j Err:ics: Laten 
I 

. 1956 To Date 

- - , _  - 

9. Records Series E l e  I f d i w e d  b y  iide ur%d in o.9i.a: if different] 

Per iod i c  Payro l l  Reports F i l e  

1 1 Documents rwlatiy to: 

, 

I 

- 
~ - 

Support ing documents for p a y r o l l  reg is ters :  vacat ion requests, conpany 
ret i rement ,  wage earner's plan, p o l i c y  8, payments, summons o f  
garnishments , p o l i c y  8 payments, federal,  s ta te ,  FICA t a x  in format ion,  
Workmen's compensation repor ts ,  l i f e  insurance payments, r a i l r o a d  
re t i rement  tax,  e tc .  (See atfached l i s t i n g )  

1 File is arranged: Alphabetical 

8. Monthly Rdwenca Rate 

(ine to six months old 

How often are records referred to which are: 1 ; Seven to twelve months old ; Thirteen to rmntv-four months old 
twenty-five months and older ? I 

Rate of Accumulation of Rerords 
Letter-size drawers ; Legakits drawers ; Shelves ; Other (specify) 



t i a. StateLaw yean. 1. Audit period years. 
- years. 8. Administrative need veart. 

4 years. 
5. Eraatute of limitation 

----I.Y---ye6rs.~ . -. ~ 

, ~. r. F-ederal !3:v ~~ ~- ~ ~i f.- F_ede<aLregntion innruaions ._.- -~ ~ 

: Attach copy or excerpt of law or regulations. Explain administrative need. , , . -  
’ CFR 31.6001-1 

’ 

~~ . .  
CFR 20, 404,1201, 404.1256 

. . ~ .  
.~ - i .~ . , -~ ~ 

. -  . . ,  _. . . .  ~. . .  
L 
t 

12 A~oroved Disppodtion Insiy!ions ~ This agency recommends t h a t  the f i le series be cut ott ar tht end of each: 
, I  .~ ~~ 

. tnen, . .  .~ 
, - U Calendar Year: Cl Fiscal  rear;-O Other ~ 

. -~ 
l l  Hold in the current files area - - h n t h k l  1 year(s);the” o r  u n t i l  s t a t e  and commercial a u d i t s  ; 

i are  completed, whichever i s  l a t e r ;  Transfer to local holding area, hold - ’ year($): then 
i 0 Transfer to State k m d s  Center; hold 

0 Transfer to State Archives for permanent retention. 
c! Other (Sgecify} 

ycarfs); then ’ 
Destroy. 

* There i s  a s t a t e  wide common schedule w i t h  t h i s  s 

,~ 

me tit1 ; h  
t h a t  s e r i e s  a re  n o t  t h e  same as t h e  contents  of  t h i s  f i l e .  T 
t h e  s t a t e  wide common schedule i s  3 vears. We b e l i e v e  federa 

t-e,ver, t h  contents  o f  
3 r e t e n t i o n  pe r iod  for I 

requ i res  in fo rmat ion  ! 

! years. (Federal ~ ~~~ 

!~ 

~~ 

i n v o l v i n g  t a x  records t o  be re ta ined  ~. * - -  a t  . l e a s t  for 
R e g  f s t e  r ) ! - - ~ - ~ ~ ’ ’  * - . 

~ ~ .- 
. . .  - - .  ~. . 

The= inmudons apply to a l l  prior and future accumulations of the series. 

I 
. 9  

State Records Committee /Signature/ Dare 
lecommendationo in para- 
raph 12 are approved. 
I f  disappro ed ,  a tach le ttw 
d explanation.) 

.- .. ~ . . . . -~ . 
Attorney GensraI,Qesicnee 

._____-.c__ - .-.___..___ 
-_ .- ~~~ ~~~ ~ , 


